
INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM 
 

Open Purchase Order form 
 
*Red Fields are mandatory/Select Highlight existing fields to view all available fields (note special instructions 
box under item 15) 
 
Tab through and fill in all fields as necessary (the price extension will auto complete) 

 Extension fields that will need to be filled in manually are: 

 Shipping and handling 

 PST (there are too many exceptions in order to create a formula) 

 GST (there are too many exceptions in order to create a formula) 

 Go back to the signature field when you are finished completing the purchase order 
 
To create your digital signature for the first time: 
Sign a sheet of paper, scan it and save as a jpeg on your computer (Do this before you start the PO process) 
 
In the open PO form, click on the digital signature field 
Sign as:   

 A New digital ID I want to create now 

 NEXT 

 New PKCS#12 digital ID file 

 NEXT 

 Type in your name 

 Type in your Organization Name (you could enter School District No. 85 here) 

 Type in your Organizational Unit (you could enter your school or department here) 

 Type in your email address 

 Select Canada as your country from the drop down menu 

 NEXT 
*copy your file name somewhere safe 
 

 Type in a password 

 Confirm the password 

 Finish 
 
At the sign document screen, 

 Sign as (select the ID you want to use) 

 Type in your password 

 Select the appearance dropdown menu to view your signature or create a new appearance 

 Title:  Fill in the title of your signature (eg:  John Smith1 or John Smith2) 

 Configure text:  to include or exclude text (name and date check boxes should suffice) 

 OK 

 Configure Graphic:  Choose imported graphic to insert your scanned signature 

 Select file 

 Browse 

 Choose the location you saved your scanned signature (look for extension type jpeg) 

 Select your signature document 

 Open 

 OK 

 Sign 



INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM 
 

 Save as box pops up:  rename and save your document 
 
Select Share (will be in different areas in different versions of the program – see far right) 

 Attach to email 

 Attach 

 Complete the email address and add any message 

 Send email to your Administrator to sign, or the Secretary Treasurer to approve 
 
After the Secretary Treasurer approves the purchase order, a purchase order number will be assigned, the 
purchase order will be distributed to the supplier (note the new field for the email address of the 
supplier) via preferably email or fax and a copy of the signed document with a purchase order number on it 
will be sent back to the originator and a copy to our Accounting Department. 
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